DEPARTMENT OF GENERAL SERVICES -
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. M-260

{Page 1 of 4

Agency Division/Unit
City of Cumberland Department of Finance — Administration
Item Description ' Retention
' No.

THIS SCHEDULE SUPERSEDES SCHEDULE M-19
DATED JUNE 13, 1963

1 PROPERTY TAX RECORDS Retain for a period of Three (3) years
These records include the tax control journal, certification sheets | or until audited, whichever is later,
and reports received from the State Department of Assessments then destroy
and Taxation, tax rolls, and tax sale records. ' :

2 GENERAL LEDGER (MBA 881)

This is the detailed General Ledger and a final record of the | Retain permanently - Transfer

financial operations of the City of Cumberland for the fiscal year. periodically to the State Archives
(MBA 881). This Ledger has been kept electronically since 1995
in PDF Format

3 BANK RECONCILIATIONS Retain for a period of Three (3) years
These records include bank statements, deposit tickets, copies of | and until all audit requirements have
checks, journal entries, cancelled checks, and pollr'e seizure.fund. | been fulfilled, then destroy
accounts reconciliation : ‘

4 GRANTS RECORDS Retain for the life of the grant plus
These files are records of grants awarded to the City of Three (3) years and until all audit
Cumberland and includes the grant agreement, reimbursement requirements have been fulfilled, then
requests, copies of invoices and correspondence destroy

Schedule Approved by Department, Agency,
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DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(Continuation Sheet)

Schedule No. M-260

Page 2 of 4

Agency : Division/Unit
City of Cumberland Department of Finance - Administration
item Description Retention
No.
5 REVENUE LEDGER ] )
This replaces the previously named Cash Receipt Journal. Retain for a period of five (5) years
g . . and until all audit requirements have
Payments for utilities, taxes, permits, etc. are entered in New World | | .. aifilled. then destroy
AS400 System by the tax and utility office. Payments are ’
reconciled daily and posted through revenue accounting.
6 DAILY CASH RECEIPTS o Retain for a period of three (3) years
The cash receipts are balanced daily and posted to the General and until all audit requirements have
Ledger through revenue accounting. Daily cash receipt been fulfilied, then destroy
reconciliation includes receipts, cashier balance report, revenue
accounting journal entries, deposit tickets, credit card batch reports,
and register receipt tapes
7 EXPENSE LEDGER . ot
This replaces the previously named Cash Disbursement Journal. Retain for a period of five (3) years
. . and until all audit requirements have
Invoices are entered and paid through the accounts payable module | peen fulfilled, then destroy
of the New World AS400 System :
8 ACCOUNTS PAYABLE RECORDS , .
. . . . Retain for a period of three (3) years
These records include copies of check vouchers, invoices, and until all audit requirements have
purchase orders, check registers, and batch reports (vendor invoice | been fulfilled, then destroy
edit listing).
9 GENERAL ACCOUNTING RECORDS
These records include journal entries, budget amendment journal | Retain for a period of three (3) years
entries, sales and use tax, ambulance revenue reconciliation, police | and until all audit requirements have
seizure funds account reconciliation, quarterly bay restoration fee been fulfilled, then destroy
report, Maryland unclaimed property report, and correspondence

DGS 550-1




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. M-260

Page 3 of 4

(Continuation Sheet)

Agency Division/Unit
Item Description Retention
No.

10 INVESTMENT RECORDS _ '

These records include investment statements, wire information ﬁ;a‘“tf?r ﬁ pegi‘;dre"“,}:;‘:sé:t)sf:\::
and confirmation for withdrawals and deposits. b eenunfu:ﬁ?l e:’ uth en :eusltmy

11 COMPUTER REPORTS . .

These reports include support schedules for general accounting aer;a:; tf(l):ﬂal zﬁgi‘zdr:f‘:i};'::e(i)sf:‘::
records, excel spreadsheets, and AS400 reports used in daily been fulfilled, then (;]estroy
operations.

12 COMPREHENSIVE ANNUAL FINANCIAL REPORT (CAFR) Retai v — Transf
t’l;hlts inlclud?s gudited financial statements including notes and P :ﬁi:gigzﬁr; ?getﬁ e)'s:aterir:sc}zrves
statistical analysis :
13 FISCAL YEAR BU],)GET BOOK . Retain permanently - Transfer
These books contain the approved budget for the City of periodically to the State Archives
-| Cumberland on a Fiscal Year basis. Budget books have not been
produced since 2000 and information is now maintained
electronically
14 AUDIT SCHEDULES . Retain for a period of five (5) years

These documents include spreadsheets and work papers prepared | after the audit has been completed,
by the Finance Department for outside auditors. An auditor PBC then destroy
(prepared by the client) schedule listing is completed for each fiscal
year audit. These records have also been maintained electronically
since 1996

15 PAYROLL RECORDS

The records maintained in the Finance/Administration area
include, but are not limited to, hours reports 941, state and local tax
withholding, flex spending reconciliation, year-end pension

.| reconciliation and payment, journal entries, 941 reconciliation/

quarterly report, and MD quarterly unemployment reports

Retain for a period of three (3) years
and until all audit requirements have
been fulfilled, then destroy by
shredding

DGS 550-1




DEPARTMENT OF GENERAL SERVICES Schedule No. | .,
RECORDS MANAGEMENT DIVISION . '
RECORDS RETENTION AND DISPOSAL SCHEDULE Page 4 of 4
(Continuation Sheet)
Agency Division/Unit

Item Description Retention
No.

MD STATE UNIFORM FINANCIAL REPORT

This is a financial report provided to the Maryland State
Department of Legislative Services in accordance with the
Annotated Code of Maryland. This report is prepared from the
City’s independent audit.

Retain permanently — Transfer
periodically to the State Archives

EMPLOYEE W-2/VENDOR 1099

Employer copy of IRS wage and tax statements Retain for a period of Ten (10) years
and until all audit requirements have

been fulfilled, then destroy.

DGS 550-1




Instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES ACENCY RECORDS INVENTORY
each new or revised record series. Forward RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 l
Jessup, Maryland 20794 e

410-799-1930

19

1 DeparimentAgency 2 Division 3. Unit

A T e | A 2 \ ‘ !
bbbk Finance. Faminsbration
DEFINITION - RECORD SERIES: A group of related records normall

y hled and used as a unit for reference as well as retention and disposition PUPOses.
4 Record Series Title 5. Earlies! Year/Lales! Year

| — Lond T At i , N8 o f“f’i:xl T
"Pro }L\( L\‘iv ) IJ N "I _-’ t‘{:n" ‘ !.L,' -&‘L' T At

6 Record Series Des:nphon (Briefly describe the lypes of information/documents/forms found in the senes Include the purpose or function of the series.) B
/ ( g P " ] \ \ K ) . E ‘
Tox Lontrol wd’ N Lermiritotion sheets and ePOYEs rece ved
*
—l 7 2 [ »'\ ' i s
‘l"' (¥ ”’l'f':.',.,'N T4 % ¢ { v\ _-’ o (™ l‘
from State Dept. o TR RS NG 1AXCeLiory, laxRo 5)
TTox Sole Reeords (NotebooK) |
7. Record Series Formal(s) List all 8. Record Series Sequence 9. Volume
%h Drawer(s)
O Microfilm Reel(s)
wém: Size 0 Microfilm O Alphabetical 2
h_d O Computer Tape(s)
O Legal Size 0 Computer Tape 0 Numerical Number
0 Other (specity)
0 Audio Tape D Floppy Disk v/cmononogical
0 Bound Book 0 Video Tape 0 Geographical 10. Annual Accumulation
File Drawer(s)
O Other (specily) 0O Other (specity)
O Microfilm Reel(s)
3
0 Computer Tape(s)
Number
O Other (specify)
" File is Used 12 File Becomes Inactive Atier
O Daily O Weekly JMonlNy O Annuslly —— O Month(s) 0 Year(s)
Number

13 Cument Location(s)  (Bidg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (M yes. specity agency or office )

O  VYes v'/No

P
i

City Hall, F-Fioor, +indne

15 Access Reslrictions (If Yes, cile Law(s) & Regulation(s) 16 Audit Requirements
.
0 Yes 8 No O None O State O Federal O Independent
17 Is an Index System used? If yes, explain briefly and describe requirements 18 Recommended Relention
Y U';No \ i 1 ~'} 1t ¢y (= »
S etoun 3 ‘)eo rS LS QUdet 15
O(\" S ) e eyt BT
i . L e TLA A
A
19 Name and Tille of Preparer 20 Telephone Number 21 Deale

e S COa BoO\-Tgq. (N OCb-a= oo

)GS 550-4 (Rev 1/93)
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Instructions -Type or Print a separate form for
each new of revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

PAGE i_ OF __I_?_

1. Depanment/Agency

C}-\\w\. N Y o\ 8 ~

2. Division 3. U

w nente,

nit

Adimsicat i oun

DEFINITION - RECORD SERIES: A group of related records normall

y filed and used as a unil for reference as well as relention and dis

4 Record Senes Titie

General ledger | MBA 92/

S. Eartiest Year/Lates! Year

_!ﬁimﬁ%’

position purposes.

6 Record Series Description (Briefly describe the types of information/documents/torms found in the series. Include the purpose or function of Ihe series.)

The Detniled Genera Ledger
Finanaal operations

1% 0. nal record of the

ot the ity of Cumberland

for the f150a] year. TRy record bos Geen Slectronc <.

1CGS

nce

7. Record Series Format(s) List all

8. Recdrd Series Sequence 9. Volume

O File Drawer(s)

C Microfilm Reel(s)

Number

O Letter Size 0 Microfilm O Alphabelical 3 l
-~ O Computer Tape(s)
0‘95! Size O Computer Tape D Numerical Number
’ v/omu (specity). 500 K5
0 Audio Tape 0 Floppy Disk o/ Chronological
V{WN’ Book 0 Video Tepe 0 Geographical 10. Annus! Accumulation
DO File Drawer(s)
D Other {specily) O Oter(specity)
0 Microfilm Reel(s)
_Va_ O Computer Tapa(s)
Numbar
u%)mev (specily) BMK
. File is Used 12 Fila Becomes inactive After
0O Daily T Weekly O Monthiy iAnnuauy l O Month(s) D/Yesr(s)

13. Cument Location(s) (Bidp.. Floor, Room)

City Holl, 15¢ Floor, Finance Office

/No

0O Yes

14. Is Record Series Duplicated Etsewhere? (M yes. specity agency or office.)

o

o Yes

‘Pe\rm aNney

15.  Access Restrictions (If Yes, cite Law(s) & Regutation(s) 16.  Audit Requirements
0 Yes QA O None O State O Federal Adepenaem
17, Is en Index System used? If yes, explain briefly end describe requirements 18. Recommended Retention

£

19. Name and Title of Preparer

20. Telephone Number 21, Dale

)GS 550-4 (Rev. 1/93)
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INSTRUCTIONS - Type or print a DEPARTMENT OF GENERAL SERVICES | ELECTRONIC RECORDS INVENTORY
separate form for each new/revised RECORDS MANAGEMENT DIVISION
"Il electronic record series. Forward with 7275 Waterloo Road, P.O. Box 275 — —
Records Retention Schedule (DGS 550-1) Jessup, Maryland 20794
COMAR 14.18.04 (410) 799-1930 Page_ .3 of [§
1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT
4) i ! ) ! -’ . \
(VSNV} t‘\'w.,_\%;av loes HI’) ance. AJ VN WS, Rt | s
DEFINITION - Record Series - A group of related records stored electronically and used as a unit for reference as well as retention
and disposition purposes
4 ELECTRONIC RECORD SERIES TITLE 5 EARLIEST YEAR/LATEST YEAR
\ | m > vy
Genera chger‘ 1995 1o Present
6 INPUT - Identify source of information to be entered 7 OUTPUT - Identify the use/s of information generated by system

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms
contained in a series. Include purpose and function of the system.

The Detarled Ceneral Lcd%cr 5 0 final record of <he

finantal operations of the Crty of Cumberland for
the fiscal Jear.

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing.
ThRe ASLee aystern v accessible by ernployecs Frnroue h WUgerTD ted PReSuderd

Cewe\n er~ployee \S em iy E)"Ve“ Drcesy Yo AS Weo Systens raeodules Fpned pqr‘\'\;"v to
e ‘)“""v""f'h'\

C.Or\p\,&‘@v \Ase P‘:’\‘(\ atreclne &,

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle.

The final Detail General Ledgey s printed Lvom the ASHod
dystem to o PDF file and retained in the Finarce older.

“The Sustem 15 baked-up on £aoé daily ond Kept oH-sie .
12 RECOMMENDED RETENTION | J y '

?er m onext

13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER 15 DATE
PREPARER

16 TITLE OF PREPARER

. DGS 550-6




Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

wee U= 19

1. DepanmenvAgency 2. Division

C_ LA vy \:m,«*\e\ wal

Finance.

3. Unit

At‘& BN AT L < C—C\‘\ e

DEFINITION RECORD SERIES: A group of related records normally filed and used as

a unit for reference as well as retention and disposition purposes.

4. Record Senes Title

Bankﬂeconamaa, Oﬂé

S. Earliest Year/Lates! Year

7105 « Present

6. Record Series Description (Briefly d ibe the types of i

Bonk statements, depos it {;c)(a;s
“aaqce//ea ChecKks (cb) i

A

sments/torms found in the series. Include the purpose o1 function of the series.)

 Copies of checks, JownaJ entries

7. Record Series Format(s) List all 8. Record Series Sequence 9. Volume
/ File Drawer(s) (_.15
O Microfilm Reel(s)
tﬁ.enev Size 0 Microfitm G Alphabetical o
|_'—S 0 Computer Tape(s)
D Legal Size D Computer Tape o Numerical Number
QLG4 o omer
0 Audio Tape D Floppy Disk QA:hmnological
0 Bound Book 0 Video Tape 0 Geographicat 10. Annugl Accumulation
? File Drawaer(s) k 6\\
© Other (specily) O Other(specity) ___
O Microfiim Reel{s)
a_c_t_*‘c* ! D Computer Yepe(s)
Number
8 Other (specily)
" File is Used 12. File Bacomes Inactive After
O Daily* © Weekly v/uonmly O Annually _l_ 0 Month(s) \a/mms)

Number

13. Cument Location(s) {Bidg., Floor, Room)

City Hall, 18t F., Finance office

14. 15 Record Series Duplicated Elsewhere? (It yes, specity egency or office.)

¥ o

0 Yes
15. Access Restrictions (i Yes, cite Law(s) & Regulation(s) 16. Audit Requirements
D Yes D/No 0 None O State O Federal mﬂﬁoepenaem :
17. Is an Index Syslem used? I yes, explain briefly and describe requirements 18. Recommended Retention

o

o Yes

Ketari 3 \ears and untr| all
oudit requrements have bee/)
FlFilled | then destroy

19. Name and Title of Preparer 20. Telephone Number

21, Date

GS 550-4 (Rev. 1/93)



http://DEF.MT.ON

Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

o 19

Jessup, Maryland 20794
410-799-1930

2. Division

1. Depanment/Agency
i

Curbberlawd, Finance
DEFINITION - RECORD SERIES: A group of related records normall

4. Record Series Title

Brams

A File 115 kept Ior eadﬂf%mn-t the Mty 14 Awarded, The Jile
\nciudes the Grant Oqre ent., reimbwsemen{x,r@%ueaél XOWHM
rentyries., and aovreépondence

7. Record Series Format(s) Listall °

3. Unit

N M\‘Q"";\ 4 k‘ﬁ“e‘&‘&"u (::3’\ [N

y filed and used as a unit for reference as well as retention and disposition purposes.
S. Earliest Year/Lates! Year

2000 . Present

purpose or function of the series.}

8. Record Series Sequence 8. Volume

u/Fila Drawer(s)

(2>

C Microfim Reel(s)

“’\ gﬁ;\% & Computer Tape(s)

Number

B)(elm Size

O Lega! Size

0 Microfilm “ Alphabeticel

0 Computer Tape Numerical

0 Other (specity)

{1 Audio Tape O Floppy Disk O Chronological

0 Bound Book 0 Video Tape I

Geographicat 10. Annus! Accumulation

File Drawar(s)

0/ Other (specity) |\

Grant

0 Other (speciy).

———
Type of
O Microfim Reel(s)

O Computer Tape(s)

0O Other (specily)

Evant Complete.

O Month(s) O Year(s)

11, File is Used 12.  File Becomes Inactive After

Véeek!y

Eyf)aily O Monthly O Annually

13. Cument Location(s) (Bidg., Floor, Room)

14. 1s Record Series Duplicated Elsewhere? (M yes, specity agency or office.)

v/No

0 Yes

C,\‘hx H(L” lé{ rloor l’"’.’ﬂﬂﬂtﬁi_ OP{K@

Access Restrictions (If Yes. cite Law(s) & Regulation(s)

oo

16. Audit Requirements

0 Yes D None O State O Federal

%de_pendenl

17. !s an Index System used? Hf yes, explain briefly and describe requirements

v'No

18. Recommended Relention

“Ketain fov life of Yart Dlus 3
Jeoaws ond Unkit o) Qudit

AU rements ha\/e bee:ﬂ Tul Iled
+hNen Ocie‘t.vu\;

g Yes

19 Name and Tille of Preparer 20. Telephone Number 21, Dale

)GS 550-4 {Rev 1/93)
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INSTRUCTIONS - Type or print a DEPARTMENT OF GENERAL SERVICES | ELECTRONIC RECORDS INVENTORY
separate form for each new/revised RECORDS MANAGEMENT DIVISION
‘I electronic record series. Forward with 7275 Waterloo Road, P.O. Box 275
Records Retention Schedule (DGS 550-1) Jessup, Maryland 20794 é; [ 9
COMAR 14.18.04 (410) 799-1930 Page of
1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT
Q.-u. mberland, Finance Mm\-c\\%"‘wm*le s

DEFINITION - Record Series - A group of related records stored electronically and used as a unit for reference as well as retention
and disposition purposes

4 ELECTRONIC RECORD SERIES TITLE ?e,\/e,r\ ue Lﬁd%{,\r’ 5 EARLIEST YEAR/LATEST YEAR

‘ | 1795 rent
(Replaces (ash Receint Tournal ) 1995 o _(uver

6 INPUT - Identify source of information to be entered 7 OUTPUT - identify the use/s of information generated by system

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly despribe th_e information/documents/forms

Paymennts for ubilties, taves, RN ST fetsebepae sy e,
ASH00 System by the "TOX s Uil Q%C\c'e,.?&qments Owe. reconciled
doily Gna Posted "Lhr'ou%Hi‘ Kevenue Accouﬂjc-:lﬂg .

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing. —
TR ASUco = ystem 1S Reces) ble b\.‘ e reploys &S ‘\~ro ush UserI™Darnd PO\«S’.’SWQVA- \.c«r:\\

€~ ployee S O“\V %l\vor\ onecoss to AS uoo 5\15\'&\‘\(\ Moduwles R~ar perkain *o ~heir p;s'-*\’ov\,.
Finance excel SpreadSheels o bec.tod on 4y Hidrive (ma Finanee faldoe. On\y

Firemnce personnel hecwe Bccess oty G ol 0, Qompw'\'e“ Use -Do‘ic»‘ a‘\'\qc\\gd..

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle.

The Revenue Ledger 15 retained wn the Asdoo system. The System
5 backed-up daily 0nd Kept off-site.

12 RECOMMENDED RETENTION

“Ketoun & Uears +.unkid 0l Qudit vean irement s have been fulfi

13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBER U 15 DATE,h n dewoa
e L

PREPARER

16 TITLE OF PREPARER

DGS 550-6
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Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

AGENCY RECORDS INVENTORY

PAGE z oF

Jessup, Maryland 20794
410-799.1930

1. Department/Agency ™ 2. Division

Cumbertand, Finanee

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition PUpoOses.
4. Record Series Title S. Eantiest Year/Lates! Year

BOJ'\/ C&Sh ./R@el'pts 2005, Present
6 Record Series Description (Briefly describe the types of information/documenis/torms tound in the series. Include the purpose or funclion of the senes.)
Losh r eceipts (re balaneed dasly and posted <orthe General
Lcd%erthrou. h revenye QCC‘:@{,&;’]{;;}'}&,, Daily ash rece/pt reconeily

Indudes  Keceipts, Cashier Balance Re rt, Hevenue A-cc-buntm% journa]
entries  depnsit

5, de ticKets, Credit card baten cePOovts,. And recister receipt
7. Record Series Format(s) List all

‘8. Record Series Sequence 9. Volurhe 0

N Drawer(s) ( %’3

O Microfilm Reel(s)

3. Unit

Aé.m%t\\:\be«‘\‘ N

ﬂ/enev Size

0 Lega! Size

0 Microfilm O Alphabetical

FYJRES

Number

D Computer Tape(s)
O Computer Tape [a] Nun_\erical
O Other (specity)
V Chronological

0 Audio Tape D Floppy Disk

10. Annual Accumulation

QAila Drawer(s) C a L '*X

0 Microfiim Reel(s)

3_@“" O Computer Tape(s)

Number

0 Bound Book 0 Video Tepe 0 Geographicat

O Other (specily)______ 0 Other (specity)

0 Other (specity)

1. File is Used 12. File Becomes inactive Afier

Aaily D/Vear(s)

0 Weekly O Monthly O Annually O Monthis)

{Bidg.. Floor, Room) 14. Is Record Series Duplicated Elsewhere? (If yes, specity agency or office.)

v o

13. Current Location(s)

Ql’&i\r Hall, 1t F!ooh Finance offid

15, Access Restrictions (If Yes, cite Law(s) & Regulation(s) 16.

0. Yes

Audit Requirements

O Yes a0 0 None O Slate D Federa B/Independsnl

17. Is an Index System used? H yes, explain briefly and describe requirements 18. Recommended Retention

o Rerawr 3years nd unkil ol
audit \’(’.%(M reynents have been
FurFilled | £hen destroy .

21. Date

& Yes

I 19. Name and Title of Preparer 20. Telephone Number

1GS 550-4 (Rev 1/83)
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INSTRUCTIONS - Type or print a
separate form for each new/revised
electronic record series. Forward with

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

ELECTRONIC RECORDS INVENTORY

7275 Waterloo Road, P.O. Box 275

Records Retention Schedule (DGS 550-1) Jessup, Maryland 20794
COMAR 14.18.04 (410) 799-1930 Page a of 19
1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT
Cumosrland F"-nanca /L\d—‘.‘\\f\\s"ﬁ‘o\*~cm

DEFINITION - Record Series -

A group of related records stored electronicall

and disposition purposes

y and used as a unit for reference as well as retention

4 ELECTRONIC RECORD SERIES TITLE Eﬂ)@\’\’ﬁe Lédgé\"

(Replaces (ash Disbirsemertt TJowrnal )

5 EARLIEST YEAR/LATEST YEAR
\aas  1oC e cevvk

6 INPUT - Identify source of information to be entered

7 OUTPUT - Identify the usels of information generated by system

8 ELECTRONIC RECORD SERIES DESCRIPTION -

Trvoices Qe entered ond Paid  throu

moddle 0% the New Wovid ASHo0 Sstem .

Briefly describe the information/documents/forms
contained in a series. Include purpose and function of the system.

n the Accourrts Payable

9 POLICY ON ACCESS AND USE - Explain or attach copy if established in writing.

—‘-T\Q, ASLLCO 5\15'\'91'\&./ .‘S &C(Qs$i bk h\‘ ew\o\“ns '\"\FO\\SL\ \ASQ.\' Ib QNA pas&be!"¢
is c:ﬁ\\i %'wen O\Ceesy Yo

Coviputor Usg Vol ty otue od |

C‘-C\Clh Q@ NQ\Q_“QQ
Yo nein Posvon

AS Weo systen

module s Not eavtain

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DAT
ensure the record's retention and usability throughout the record's authorize

Kept off-site,

A FILE. Explain the progression established to
d life cycle.

The bxpense Ledger and Accounts Payable module Ore retained
N the ASHoO SYstem. The system 5 backed- up darly and

12 RECOMMENDED RETENTION -~

Retoun & Uars « unkil all audit’ reglirements Nave been Tuilil ed,

13 'TYPED OR PRINTED NAME OF
PREPARER

14 TELEPHONE NUMRER

35 DATE

then d%tro%}.

16 TITLE OF PREPARER

DGS 550-6




Instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

each new or revised record series. Forward : RECORDS MANAGEMENT DIVISION
with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 ? r ﬁ
Pace __J _or b {_
Jessup, Marytand 20794

410-799-1930

1. Department/Agency —Dept . O 'F | 2. Division 3. Unit
Admin  Sexvices Finance.

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as reteniion and disposition purposes.

4. Record Series Title 5. Eanliest Year/Lates! Year

i % ]

Atcount s Payable Kecords 7/105 . Present
6. Record Series Description (Briefty d ibe the types of inf i Jments/iomms found in the senes. Include the purpose or lunction of the series_)

LhecK Voucrers, invoices, purchase orders, CheeK registers,
ond “bateh report s (Vendor Lnvoice Edit Listing)

7. Record Series Fonmat(s) Lis! all 8. Record Series Sequence 8. Volume
/;ile Orawer(s) ( %03
T Microfim Reel(s)
Keller Size 0 Microfilm 0 Alphabetical - s
l_ 0 Computer Tape(s)
sy(egai Size © Computer Tape 0 Numerica! Number
Q. &%, o0 omertspeciy____
D Autio Tape O Floppy Disk E/ Chronologica!
O Bound Book 0 Video Tape D Geographical 10. Annual Accumulation
D/File Drawer(s) ( \ 3 §3
O Other (specify)___ O Owher (specity) —_—
0 Microfitm Reel(s)
QL'&S 0 Computer Tape(s)
Number
c u ;-k. , O Other (specily)
1. File is Used 12. File Becomes Inactive After
Q/Dnily O Weekly . O Monthly D Annually l 0 M {s) D/Yénr(s)
Number
13. Curent Location(s)  (Bidg., Floor, Room) 14. Is Record Series Duplicated Etsewhere? (If Yyes, specity agency or office.)

City Hadl, 19t F1, Finance office o ver e
Municipal Service Center 204 fF)

Access Restrictions (Il Yes, cite Law(s) 8 Regulation(s) 16. Audit Requirements
0 Yes DN/n . D None 0 State Q Federal g ARdependent
17. Is an Index System used? I yes, explain briefly and describe requirements 18. Recommended Retention

o e < Ketoun 3 Jears nd unti) ol
audit re%wremenﬁs have been

Fuldilled | then destrey

19. Name and Title of Preparet 20. Telephone Number 21. Dale

S 550-4 (Rev. 1/93)
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Instructions -Type or Print a separate form for
each new or revised record series, Forward

with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.0. Box 275

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

1. DepanmenUAgency

Q\Amb'&(‘ \Q"\d

2. Division

DEFINITION - RECORD SERIES: A group of reialea records

4. Record Series Titie

(%cneroui Account ng Kecords

5. Eanliest Year/Latest Year

A005 . Present

6. Record Series Description (Briefly describe the types of inlom\éxion/docurne}'

Trcludes Jourral entries \ou

Quractorly Lo e g 4o et
Ged Torres pondonce

s/forms found jn the series, Include the purpose of function of the series.)
'd%u\; vrsndraenc Qevtral o
oamanlance Fevenus CeConei ok, Police Se\zyre Gungds,

o Soe e goct L ™MD

e og , Sles and uSe Yooy,

et Necone |

e e e of P re perty Tet

7. Record Series Formal(s) List all

Jener Size

0 Microhim

8. Record Series Sequence

9. Volume

B/File Orawer(s)

C  Microfilm Reel(s)

)

ot on,
)

O  Alphsbetical ' :
;\"5 0 Computer Tepe(s)
O Legal Sizé 0 Compuler Tape D Numericat Number
0O Other (specity)
O Audio Tepe 0 Floppy Disk Aronological &L&.. ¢+ .
0 Bound Book O Video Tape 0  Geographical 10. Annual Accumutation
( File Drewer(s) ( a}
0 Other (specily), O Other (specity)
O Microfilm Resl(s)
LQ‘“‘ ; l #0 Computer Tepe(s)
Number
O Other (specity)
", File is Used 12 File Becomes Inactive After
u/oany 0 Weekly O Monthiy 0 Annuslly | O Monm(s) D/Yw(s,
Number

13. Current Location(s) {Bidg.. Floor, Room)

14. Is Record Series Duplicated Elsewhere? (it yes, specily agency or office.)

O Yes m/ No
' $t '
. 3 ’ 5 e e o 2
Uty Hodl 1% Floor Einance. 0Fice,
15, Ac&;s Restrictions (!I‘Yes. cite Law(s) & Regulalfon(s) 16. Audit Requirements
i 0 Yes W O None O State O Federal b{depandanl
i .
17, Is an Index Syslem used? tf yes..explnin briefly and describe requirements 18. Recommended Reténtion

O Yes

Ketain 3 Years and until all
oudit require menNts have been
Fulfilled , then de:sﬁroy |

19 Name and Tille of Preparer

20. Telephone Number

21. Dele

)GS 550-4 (Rev. 1/93)




Instructions -Type or Print a separate form for
each new or revised record series, Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

PAGE {_1_~ OF I_ﬁ._

1. Depanment/Agency 2. Division

Qum\g@b\&!\d ]

Finance

3. Unit

Aé A s*vq"riov\_,

DEFINITION - RECORD SERIES A group of relaled records normally filed and used as aul

nit for reference as well as retention and disposition Purposes.

4. Record Series Title

Irnvestment WQQQ rdg

5. Eariest Year/Lates! Yoar

A005. Present

Investment statements,

wWire In

withdrawa.ls and depoélts

6 Record Series Description {Briefly Qescribe the types of information/documentsftorms found in the sefies. Include the purpose or lunction of the series.)

formationond confivmation for

7. Record Series Format(s) List all

sénev Size

O Microfilm

8. Record Series Sequence

M Alphabetical

9. Volume

&/File Drewer(s) C \\

C  Microfiim Reel(s)

4.5

O Computer Tape(s)

Number

D Legal Size 0 Computer Tape 0 Numerical Number
. Q«L\,“ 0 Other (specity)
0 Audio Tepe D Floppy Disk O Chronological
0 Bound Book 0 Video Tepe 0 Geographicat 10. Annual Accumulalmn
lle Drawaer(s) C “ L.\B
D Other (specity) O Ofther (specity)
0 Microfim Resl(s)
O Computer Tape(s)
Number
O Other (specity)
11, File is Used 12, File Becomes inactive After
G Deily Aeek!y 0 Monthly O Annually I 0 Monthi(s) %ear(s)

13. Cument Location(s) (Bidg., Fioor, Room)

Citg Hadl 16t Floor. Finance

O Yes

ottice.

14. Is Record Series Duplicated Elsewhere? {! yes. specity ng'enc'y or office.)

Q/No

15. Acﬂs Reslnchons (II es, cite Law(s) & Regulahon(s)

oo

D Yes

6. |

O None

Audil Requirements

O State D Federal Mﬁepe'ndem

Is an index Syslem used? I yes. explain briefly and describe requirements

Vﬁo

17,

o Yes

18.

Recommended Retention

Retawn 3 Jears and until ol audr
requirement have been Ju\ﬁ“ed

u\er\ dést VO\{

19. Name and Tille of Preparer

20. Telephone Number

21. Date

)GS 550-4 (Rev 1/93)




INSTRUCTIONS - Type or print a DEPARTMENT OF GENERAL SERVICES ELECTRONIC RECORDS INVENTORY
separate form for each new/revised RECORDS MANAGEMENT DIVISION
electronic record series. Forward with 7275 Waterloo Road, P.O. Box 275

Records Retention Schedule (DGS 550-1) Jessup, Maryland 20794 ;La | ﬁ
COMAR 14.18.04 (410) 799-1930 Page _{ of

1 DEPARTMENT/AGENCY 2 DIVISION 3 UNIT

Cumerbad Sinance Al minisbration

DEFINITION - Record Series - A group of related records stored electronically and used as a unit for.reference as well as retention

and disposition purposes

4 ELECTRONIC RECORD SERIES TITLE 5 EARLIEST YEARI/LATEST YEAR

2005 10 Present
Lomputer Reports —

6 INPUT - Identify source of information to be entered 7 OUTPUT - identify the use/s of information generated by system

8 ELECTRONIC RECORD SERIES DESCRIPTION - Briefly describe the information/documents/forms
contained in a series. Include purpose and function of the system.

Support. sthédies;. Excel spread sheets, ASHOO reports  (zed

9 POLICY ON ACCESS AND USE - Explain or attach CQpLif established in writing.
Tre AS Yoo sSysten, = Sccey; ble
Coen erployee s only fivew eccess o AS woe SYsbken, MModuler Mnes Pertein

\'D *‘\‘\p'\h POS“\“.Q\. . QONFK*Q‘- ‘.)L&Q_ %\‘-C.h\ Q»“‘\C.haé‘

v loyeeg througin User T ond pt.‘S.Smmél .

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONIC DATA FILE. Explain the progression established to
ensure the record's retention and usability throughout the record's authorized life cycle.

Reports,-Qre located in the ASyoo system and on the
H: drive [ Finance folder

12 RECOMMENDED RETENTION

“Ketain 3 Yeows o unti| Oudt reguire ments have peen 06 id

J

13 TYPED OR PRINTED NAME OF 14 TELEPHONE NUMBERV 15 DATE S
PREPARER | <hen dﬁs‘tvo%

16 TITLE OF PREPARER

DGS 550-6




Instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

each new or revised record series, Forward RECORDS MANAGEMENT DIVISION

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 15 [ ﬁ
PAGE OF .

Jessup, Maryland 20794
410-799.1930

1. DepartmenyAgency 2. Division 3, Unit

Curcoacbnd Fina nee. Ad miad sheation

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.
4. Record Series Tille ’ 5. Earliest Year/Latest Year .

domprezhenéu/a Ann IlZACLI Financial ?cport 1933, Current
Audaﬂd 'FIY\OU’?Q,\&J stodceme)nts '!iric'lu.o‘u.n.%notfs ond statistica]
@mahd@ns |

7. Record Series Formal(s) List all ) 8. Record Series Sequence 9. Volume
& Fila Drewer(s) (, a 3

0 Microfilm Reel(s)

L%ver Size D Microfitm O Alphabetical : ¢+
5 . + 0 Computer Tepe(s)

O Legal Size 0 Computer Tape 0 Numerica Number
0O Other (specity)
0 Audio Tape O Floppy Disk Q/Chronological
Vﬁound Book 0 Video Tape 6 Geographical 10. Annual Accumwlation
O File Drawer(s)
O Other (specity)___ D Other (specity)

O Microfilm Reel{s)

LRk

0 _Computer Tape(s)

Number
]
¥ Otmer specityy Boundl Book
1. Fileis Used 2. File Becomes Inactive After
O Daily © Weekly O Monthly &Anue"y J O Month(s) D/Veav(s)
Number
13. Cument Location(s) (Bldg., Fioor, Room) 14. s Record Series Duplicaled Etsewhere? (If yes, specify agency or office.)

crﬁd H'.:L”I 16t F?,/ ﬁi]a"ice OYq‘ICCL 0 Yes " No

15.  Access Restrictions (Il Yes, cite Law(s) 8 Regulation(s} 16, Audit Requirements

0 Yes Mm O None O State O Federal o/lnuependem
7. Is an Index System used? If yes, explain briefly and describe requirements 18.  Recommended Retention
O Yes ¥ No

Dcrmanent

18. Name and Tille of Preparer . 20. Telephone Number 21, Date

S 550-4 (Rev. 1/93)




Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Walerloo Road, P.O. Box 275

AGENCY RECORDS INVENTORY

Jessup, Maryland 20794
410-799-1930

el 19

1. DepanimenvAgency

'Q\*m\;nk\c« e,

2. Division

Fﬂ&ﬁc&

3. Unit

A:\ SR o SO

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition puposes

4. Retord Seres Title

Fisca) Vear Budget Book

5. Earliest Year/Latest Year

o . 2000

6. Record Series Description (Briefly describe the types of m'onnalnﬁ'documenlsllonns found in the series. Include the purpose or tunction of the senes. )

Tis ' SSforcaat: gy Nes been Mt ined Q\PL**QN\M.\\\f

i,
[0S G, .
. . e s
R_Bw A%uk phs oce o Glo foe \ Qb= 00
e .
7. Record Series Fonmai(s) List all 8. Record Series Sequence 9. Volume
D/Filo Drawer(s) C' &\
0 Microfim Reel(s)
G Letter Size 0 Microfilm O Alphabelical 3 :*
Lu"‘ * O Computer Tape(s)
O Legal Size 0 Computer Tape D Numerical Number
O Other (specity).
D Audio Tape D Floppy Disk Q/Chronological
D/Bound Book O Video Tape 0 Geographical 10. Annusl Accumulation
0O File Drawer(s)
O Other (specily), O Other (specity)
O Microfim Reel(s)
l 0 Computer Tepe(s)
Number
D/ Other (specily) 300K
", File is Used 12. File Becomes Inactive Afier
G Daily O Weekly O Monthly Dénually __l_ O Monthis) D/Yenv(s)

Number

13. Cument Location(s)  (Bidg., Floor, Room)

,Hu Ha ll, 6ﬁ Floor, Eindnce. ofice.

14. Is Record Series Duplicated Elsewhere? M yes, specity agency or office.)

0 Yes

Q/No

Acclss Restrictions (! Yes, cite Low(s) & ngulanon(s) 16, Audit Requirements
O Yes q/ No G None 0O State O Federal Adepem)sm
7. Is an Index Sysiem used? If yes, explain briefly and describe requirements 8. Recommended Retention

O/ND

O Yes

'Permw\eml\{ e n wvrent

l n\lcﬁtow&

19 Name and Title of Preparer

20. Telephone Number

21, Dale

IGS 550-4 (Rev. 1/93)



file:///9tol�

Instructions -Type or Print a separate form for
each new or revised record series. Forward
with Records Retention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794

410-799-1930

AGENCY RECORDS INVENTORY

PAGE _L{__or __LC?_

2. Division

Finance

1. DepartmentAgency

C\AN\\OM‘X C\"\a

3. Unit

Ad“\‘\f\\ skeats DAL

DEFINITION - RECORD SERIES: A group of related records

normally filed and used as a unit for reference as well as retention and disposition purposes.

4. Record Series Titie

Audit Seheolu/es

S. Eanlies| Year/Latest Year

7[tJod. Present

6. Record Series Description (Briefly describe the Iy;')es of information/documentsfiorms found in the series. Include the purpose or funclion of the series.)
Opread shieets and. work pagpers.
dept. for outside Quolitor, An -guditor
Schedule 1bisti ng 15 Completed for

Prepared by the Finance
PAC (prepared by client )
each fiscal year gqudit,

7. Record Series Formai(s) Lisi all 8. Record Series Sequence 9. Volume
Y/Fi!e Drawer(s) ( H‘\
. 0 Microfim Reel(s)
etter Size 0 Microfilm © Alphabetical :‘
(& 0 Computer Tape(s)
O Legal Size 0O Computer Tape 0 Numerical Number
O Other (specity),
0 Audio Tape 0 Floppy Disk 0 Chronologicat
0 Bound Book 0 Video Tepe O Geographicat 10. Annual Accumulation
D/Fila Drawer(s) C i\
O Other (specity), W/Olhe' (specity) MPQFK -
’Hc&_fe)’]ca 0 Microfilm Reel(s)
‘&Q“ ; k i O Computer Tape(s)
Number
O Ofther (specity)
1. File is Used 12. File Becomes inactive Afier
O Daily 0 Weekly B Monthty U/Annually , O Month(s) Q/y“,(s)
Number

13. Cument Location(s) (Bidg., Fioor, Room)

Ciby HMI. 15t Floor

14. 1s Record Series Duplicated Elsewhere? (It yes. specity agency or olfice )

\r/ Yes

0 No

f. Finance. 0Ffce

Als o kKept 2 lec 4rani cally

- /Mo

o Yes

15. Acc‘ss Restrictions (! Ves. cite Law(s) & Regulalibn(s 16. Audit Requirements
0 Yes WO O None 0 State D Federal Adependam
17. Is an Index Sysiem used? Il yes, explain briefly and describe requirements 18. Recommended Retention

?eto.m 5 years aHer Qudrt

omplete , then destroy.

19 Name and Title of Prepares

20. Telephone Number

21. Date

IGS 550-4 (Rev. 1/93)




INSTRUCTIONS - Type or print a
separate form for each new/revised

*|| electronic record series. Forward with
Records Retention Schedule (DGS 550-1)
COMAR 14.18.04

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

ELECTRONIC RECORDS INVENTORY

7275 Waterloo Road, P.O. Box 275
Jessup, Maryland 20794
(410) 799-1930

Page ((o “of lj_

1 DEPARTMENT/AGENCY

Com loee| and,

2 DIVISION

Finance.

3 UNIT
/)VA YY\RY\.\S“‘N:;\'( ov_

DEFINITION - Record Series -

A group of related records stored electronicall
and disposition purposes

y and used as a unit for reference as well as retention

4 ELECTRONIC RECORD SERIES TITLE

Audit Schedules

5 EARLIEST YEAR/LATEST YEAR

A0 H  TO 7)[ eSeiTi

6 INPUT - Identify source of information to be entered

7 OUTPUT - Identify the use/s of information generated by system

SChedule

Caeln e wplonyee %

8 ELECTRONIC RECORD SERIES DESCRIPTION -

|iing.

Briefly describe the information/documents/forms
contained in a series. Include purpose and function of the system.

Extel epreadshieets for P 1gohedule Lishing,
nclude but Qre not limited 4o+ Assets,
ot Federal Awards, Tryeyr

9 POLICY ON ACCESS AND USE - Explain or attach copy if established i

e ASuee Suystem |3 decesthimla
enl\y %"V"'“ QAecenrn bo ASGen Systern
Perdain do Wmp A TR ALY YW Q""\P\'&"“"‘ Use WPol

%h st ments,

by ernployees -\N\r‘o».gk .userD ond possussed |

:Q\( c-.ﬁ‘!:\c\\aq\.

“These SVedules
Debt,

e eodsher;

Mmadiles Pt

10 UPDATING CYCLES OR CONDITIONS AND RULES FOR REVISING INFORMATION IN THE SYSTEM

11 SPECIFY THE LOCATION AND MEDIA OF THE MAIN ELECTRONI
ensure the record’s retention and usability throughout the record's au

C DATA FILE. Explain the progression established to
thorized life cycle.

Spreadsheets Qre located on Hidrive 11 the Finance Jolder

12 RECOMMENDED RETENTION

Ketain dt Jeast. 5 Jears qfter wm

13 TYPED OR PRINTED NAME OF
PREPARER

14 TELEPHONE NUMBER

pletion of quarit {7‘76/)

15 DATE

-Q%stwy |

16 TITLE OF PREPARER

DGS 550-6




Instructions -Type or Print a separate torm for
each new or revised record series. Forward
with Records Relention Schedule (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY

RECORDS MANAGEMENT DIVISION
7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799.1930

e | o 19,

1 DepanmentAgency

NQRN met\\CW\Q‘

2. Division

Finance

3. Unit

Adm\«\\ sted {d AL

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for refer

4. Record Senes Tille

Pa

voll

ence as well as retention and disposition pulposes.
5. Earies! Year/Lates| Year

AWE . Present

6 Record Series Description (Briefly d

ibe the types of intorr

Hours Reports - |,

o] Stcdcc + Locod “Tay' W|thho\dma
Flex Spendi "G Reeoncih tion

Jmenis/torms found in the series. Include the purpose ot function of the series.)

Near End?ensaon ReconculiationsPay
Journed Entries

41 Keconeil Iatlonj(,)uar-}_e
MDD Ouartcrlu unemmoumwt

]

7. Record Series Formal(s) List aft

Vl.éner Size O Microfilm

O Legal Size 0 Computer Tape
0 Audio Tape D Floppy Disk

0 Bound Book D Video Tape

0 Other (specify).

8. Record Series Sequence 9. Volume

O Alphabetical
A8
0 Numerical Number
Cw Ft
JChronological

Q/Fnle Drawer(s) \}
O Microfilm Reel(s)

O Computer Tape(s)

O Other (specity)

0 Geographical
G Other (specity)

A

Number

10. Annusl Accumuiation

(Me)

File Drawer(s)
O Microfim Reel(s)
QO Computer Tape(s)

O Other {specity)

1", File is Used

{Monlhly

O Daily 0 Weekly

O Annuslly

File Bacomes Inaclive After

—

Number

O Months)

Meav(s)

13. Cument Location(s) {Bidg.. Floor, Room)

H:\J Hall_i8EFloor Finanee Office

D Yes

14. 15 Record Series Duplicated Eisewhere? (I yes, specity agency or office.)

v No

Access Restrictions (ll Yes, cite Law(s) 8 Rugulanan(s)

v{o

2 Yes

16. Audit Requirements

O None O State

D/ndependenl

O Federal

1.

e

G Yes

Is an Index System used? Il yes, explain briefly and describe requirements

18. Recommended Retention

Ful;fp'llcd,

Retoun BYears and unti| all
QuUdit regurreme nts have been

15. Neme and Title of Preparer

20. Telephone Number 21, Dale

then O/eﬁéra%b\/ sheel

)GS 550-4 {Rev 1/93)

it

Mex it

Qlort

" m%



=
Insiructions -Type or Print 5 Separate form for
each new or revised record series. Forward

with Records Retention Schedule {DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 Waterloo Road, P.O. Box 275

Jessup, Maryland 20794
410-799-1930

AGENCY RECORDS INVENTORY

1. DepanmenvAgency

by of Cummbsordand.

2. Division

Fina noe.

3. Unit

Ad ngtrat ove

DEFINITION - RECORD SERIES: A group of related

4. Record Series Titie

MD State Uniform [

records normally filed and used as a unit for reference as well as retention and disposition puposes.

haneiod Weport,

5. Eartiest Yeor/Lalest Year

1979 . Presert

3 Filaacaia)l pt. P rovi
ectVites

6 Recora Series Description (Brieny describe the types of information/documentsforms found in the series.

Include the purpose or function of the series )

ded +o e MY Statre -‘:)Lpt-"{: Le
P aecor dae g wairkh tha Acnoteted Code of MY,

8 clat ve

7. Record Series Fonmat(s) Lis! all

0 Letter Size Q Microfilm

Mggal Size

G Computer Tape

8. Record Series Sequence

O Alphabetical

0 Numerical

"

L 6+

9. Volume

ly{ilo Orawer(s) (\ )
Q Microfim Reei(s)

LS

Number

O Computer Tepo(s)

0 Other (specity)

0 Audio Tape 0 Fioppy Disk Jchronological
0 Bound Book 0 Video Tape 0O  Geographical 10. Annuat Accumulation
. O File Drawer(s)
D Other (specily), O Other (specily)
O Microfim Reel(s)
A A 0 Computer Tapeis)
Number
Qo . C i "= omer (specity) | 'Co‘ &e -~
1. File is Used 12, File Becomes inactive Afler
0 Daily DWeek]y O Monthly v!':nnually O Month(s) D Yeor(s)
Number

13. Curren! Location(s) (Bidg., Floor, Room)

(iby Hadl, IS Floar, EFinance 0k

* 0 VYes
(&

14, Is Record Series Duplicated Elsewhere? (I yes. specity agency or office.)

v o

o Yes

e

15. Access Restrictions {!f Yes, cite Law(s) & Reguiation(s) 16. Audit Requirements
0 Yes 07{:9 ¢None 0O State 0 Federal 0 Independent (‘.\)"\ k\: S
s Code
NS s Rreporod Srend ndep Qudid ~ o
17. Is an Index System used? If yes, explain briefly and describe requirements Recommended Retention

Tﬁ?&mh Permorient! y

19 Name and Title of Prepecer

20. Telephone Number

21. Date

)GS 550-4 (Rev. 1/93}




Instructions -Type or Print a separate form for DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

each new or revised record series, Forward RECORDS MANAGEMENT DIVISION

with Records Retention Schedule (DGS 550-1) 7275 Waterloo Road, P.O. Box 275 [ 3 [ q
PAGE _$ . OF & {._

Jessup, Maryland 20794
410-799-1930
1. DepanmenvAgency 2. Divisiol:\ 3. Unit

Cuenboorlond F"nah(’ﬁ. | MY\\\Y\‘\ stretione

DEFINITION - RECORD SERIES: A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.
4. Record Seres Title

5. Eartigst Year/Lales! Year

Employee -2 | Vendor 1099. | 1989 Present

6 Record Series’ Descriplio‘ (Briefly describe the types of irJomwlioﬁldocumenls/lorms found in the senies. Inciude the purpose or junction o! the series.)
! N -
v t:"\-p loved e iy ok AN Lol ol
. \
tnd dew SE =X e raa v S

7. Record Series Format(s) List all 8. Record Series Seqguence 9. Volume

J File Drawer(s)

0 Microfitm Reei(s)
(y(enm Size 0 Microfitm O  Alphabetical ‘

O Computer Tepe(s)

D Legal Size O Computer Tape D Numerical Number
O Other (specity)
0 Audio Tape O Floppy Disk 9/ Chronological
O Bound Book T Video Tape 0 Geographicat 10. Annual Accumulation,
File Drawer(s)
DOther (specity)____ ©  Other (specity)

O Microfim Reel(s)

Vi O Computer Tape(s)

Number
O Other (specity)
11, File is Used 12 File Becomes Inactive After
0 Daily O Weekly . O Monthly i(nnually . ' I o N (s) Q/VQN(S)
Number
13. Cument Location(s) (Bidg., Floor, Room) 14. Is Record Series Duplicated Elsewhere? (if yes, specity agency or office.)

: 0 ves ™
ty Hall 15t Floor, Fingnce Off e

15. Aclﬁss Restrictions (II’Ves. cile Low(s) & Regulation(s) 16. Audit Requirements
H 0 Yes m/ﬁo D/None O Siate O Federal : 0 Independent
17. Is an Index System used? !f yes, explain briefly and describe fequirements 18, Recommended Retention

e S W@éam Permoanant

1

(
L ‘

19. Name and Title of Preparer 20. Telephone Number 21, Deate
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